Memo Reports 


Goals 


* Type at least 4lwpm: 


Se. 


* Correctly format a memo report with report headings and 
a bibliography 

* Successfully complete a Progress and Proofreading Check 
with zero errors on the first scored attempr. 


alphabet 
number/symbol 
easy 


Take three 12-second 
timed writings on each 
line. The scale below 
the last line shows: 
your wpm speed for 


12-second timed writing. 


Type each line 2 times, 
using your Sem finger 
to strike the Backspace 
key when you see the 
«< symbol. For example, 
type bud, backspace, 
and type m, thus 
changing bud to burn. 


A. WARMUP 


| Those five lazy movers quit packing the hard jewelry boxes. 
2 (fay237@yahoo.com) 33% Coe & Tan 6/8 Hi! $2.41 *Oct. #95-01 
3 One half of the endowments may be paid by the town members. 


| Skillbuilding ) 


12-SECOND SPEED SPRINTS 


4 That new city law may help us to fish for cod on the docks. 
5 He may sign over the title to his autos when he is in town. 
§ She may go with me to the city to visit my son and his pal. 
7 


The doe and buck by the old bush may dig up the giant oaks. 
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TECHNIQUE PRACTICE: BACKSPACE KEY 


pudem gigen dewen ragem taden ownel getem tiecn toecn 
carep hoeeg yeaen pieen vaten hugem rugem pod-i perep 
40 job-y yawem busey pad-l ladep thecy nag-p furen nuben 
Faden maxey jagem figen icecy oaf-k add-o mowep logeo 


Unit 14 * Lesson 70 


